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This Regulation states the requirements and procedures applicable to general 25X1A
separation actions consistent with the policy stated in F

This Regulation governs the separation of Agency employees for ressons

except reduction in foree, entry into militery service, and separation based

on adverse findings of a Security Hearing Board or the Employment Review
Board.

The separation actions included in this Regulation have been grouped in two
categories on the basis of the procedural requirements to be accomplished
by supervisory officials and the Personnel Office.

(1) The first group of actions vhich are described in paregraph 4 below
ineludes those actions vhich are taken in response to requests by
employees and those which the Agency is required to take because the
employee concerned has lost eliglbility for continued employment.

(2) The second group of actions which are described in paregraph 5 below
inglules those mctions which are initiated by Agency officlals on the
basis of the employee's conduct or qualifications. They are distinguished
from similar sctions described in parsgraph 4 below primarily in that
they require advance notice and involve, usually but not inveriebly, the
right of ths employee to reply vefore they may be properly effectec,

AUTHORITIES AND RESPONSIBILITIES

Supervisors bear primary responsibility for determining the adequacy of the
performance and conduct of personnel under their Jurisdiction and for

initiating corrective action where necessary. While ultimate authority for
taking personnel actions rests generally with the Assistant Director (Personnel),
this fact dows not relieve supervisory officisls of their responsibility for
discipline and proper management of persounel.
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b. The Assistant Director (Personnel) is responsivle for renderirg advice and
assistange at all emw vels in these provlems and for reviewing
recommended actions to t they conform to regulatory and procedural
requirements and are not unreascnable, capricious, or arbitrary. Except as
specifically provided elsewhere, the Assistant Director {Personnel) or his
designee will take or recommend final sction to separate an employee.

3. SELECTION OF APPROPRIATE TYPE OF SEPARATION ACTION

Bach of the actions described in this Regulation has distinguishing character-
istics which materially affect the rights or interesis of the Agency end the
Government and of the employee., Careful consideration must be given to any
proposed action to determine whether such action could be construed as adverse
and vhether it will in fact promote the efficiency of the service. After
preliminary determination that the facts and eircumstances in an individual case
appear to varrent action, selection will be made of the specific type of
personnel action most appropriate to the individusl case.

L, ACTIONS BASED ON EMPLOYEE'S REQUEST OR 108S OF ELIGIBILITY
a. REBIGHATIORN

(1) "Resigmation” is separation &t the employee's request, either verbal
or writien.

(2) Caveful consideration will be given to the reasons aoffersd by an
employee for his proposed resignetion. Unless the employee is
unavailable, he will be interviewed by his supervisor initlally and
the Personnel Office subsequently to determine whether one of the
following steps is appropriate:

{(a) If the proposed resignation is the result of failure of a
potentially valusble employee to adjust himself to a specilic
work situation, appropriate action should be taken to improve
such adjustmert by ine-service placement, counselling or other
Be&DS.

(b) 1If the resson offered is 111 heslth, the employee's sligibility
for separstion because of disability should be determined. If
this astion is proper, the employee will de advised that he may
wvithirsw his resignation and safegusrd his interests throuzh
separation action based on disability.

(3) When an individual contemplates voluntary separation from the Agency,
he should give one month's advance notice of this fact, f-peneibie 05
Sh-loast~ive-wevks'~nebice. However, failure to furnish such notice
wvill not affect the persomnel action involved in any way and, although
1t mey reflect unfavorsbly on the individual's employment record, 1t is
not emliseriiy-reparded-as a basis for barring him from further Pederal

exployment.
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{a) oOrel potice eonstitutes a valid msigantion but et!fort will be
made to obtain mtton o%imt $ P ib
ov

Assistan irec emonne
(b} Letters :f resignation from absent employess should ’tm addressed
to the However, whan sueh letters are

regeived by other Agemy officiels, they will be forwarded
immediately to the Personnel Office for sotion.
whe Rssis4ant Divrector (Per;ov\v;
(¢) Vhen aan wloyea,\;bnnt on (uxbternityy—educational,or othen
extended lsave fails iit-ber to return to duty ar to send notice
&t the end of the period of \authorized absence, the Personnel
Office will send s letter to\the employee's last known address
requesting that he notify théVjesesennei-Birector whether he
intends to return or resign. The letter will request reply
within & spocified remsomable period (not less than 5 celendar w,,r
days) and will inform the employee that, if he does not retum,
the Agency will be eompelled to consider
smployee eligible for veteran preference will also te advind
that the letter constitutes 30 days' advance notice of proposed

agtion in somplisnce with the vuiona of Section lk of the

Veterans' Pnrcrnnce t, as amended,
/WV‘( W‘*’-‘\&&,

o "K"‘Mﬁifmx“ mu,..«? ® W
{4) The a&nﬂw dnte of‘ 'Y reltgutiou will be th% close of bﬂsineu cn thed O

isst day the employee is present for duty except in the following
eireunstances:

(a) whan an employee resigns during, or at the expiretion of en
approved leave pesriod, the date of separstion will be fixed as
the closing date of the pay period Auring which his resigmation
is reseived by the Personnel Office and any intervening period
vill be covered by lsave with or without pay.

(b) When an employee resigns under circumstances where it is proper
to grant any acorued sick leave, ineluding resignation for
maternity reasons, the date of resignation may be extended to
permit granting unused sick leave. The employes must epply for
such leave and his request must be supported by a doctor's
sertificate. Such cases require the speedsd approval of the
Assistant Director (Personnel) or his designee,

BEPARATION TO ACCEPT OTHER FEDERAL EMPLOYMENT
(1) The sction to be taken to allow appointment of an employee by another

Pedaral agency without a break in service of one workday is "Separation,”

unless the olplom elects to resign or is eligible for "Separation
{Trapafer)."

(2) Tne effective date of separation will be dstermined by mgot.tation
betwesen the Personnel Office and the other agency concerped. Every
effort will be made to arrange a date sgreesble to the employee's

Appmmaease 2001/06/09 : CRA-RDP78-04718A000800180010-5



Approved For Release 2001/06/09 :MP?S—‘MH8A000800180010-5 25X1A
25X1A Security Information

PERSONNEL
19353

‘@¢. SEPARATIOR UPON DETERMINATION OF LEGAL INCOMFETENCE

(1) an employee who has been declsred mentally incompetent by & court of
competent Jurisdiction will be separated by the action "Separation
{lmgal Inc tence).” This setion is to be distingulshed from
“Separation (Disability)"” vhich may be taken upon an administrative
determination that the employee is mentally incapable of performing
the duties of his position.

(2) Bo smployee will be separated for legal incompetence until authoritative
evidance is received vwhich supports this action. Upon receipt of such
evidence, the Assistant Director (Persomnel) or his designee will determine
vhether the employes is eligible for disability retirement and, if so,
will proumptly advise the legal guerdian appointed by the court of such
eligibility. 1If application for disability retirement is made, action
will be teken in accordance with psragraph 4 below.

(3) The effective date of the separation will be the date of receipt by
tha Agsnay of notification of court action as extended by sny unused
gigk leave to the employee's credit. The Personnel (Office will advise
the legal guarxdian that he may submit & claim for unpaid salary since
payssnts cannot be made to the employee after the date of the court
action declaring him incompetent.

d. DIBABILITY RETIREMENT

{1) An employee who is eligible for "Rttimmt,(l)iaability)” vill bve
separated by this action upon approval of his application by the
U, 8. Givil Service Commission., Application for disability retirement
may be submitted by the smployee, his gusrdian or other interested
party (if he is mentally incompetent), or by the Agency. The Personnel
Office will furnish advice and assistance as to eligibility requirements
and necessary steps in processing the application.

(2) An employee who is physically or mentelly disqualified for further
productive sffort will be continued on the roll on aick leave, or leeve
without pay 1f necessary, peoding approval of his application for
disability retirement. In the event he is not eligible for retirement,
he will be ssparsted by the sstion "Separation (Disability)" deseribed

in paragraph Se below.
s. OPTIONAL RETIREMENT

Employens meeting certain age and length of service requirements may elect to
retire even though they are not eligible for mandatory age retirement
(paragragh £ below). The Personnel Office will furnish advice and essietance
a8 to eligibility requirements and necessary steps in processing the
appliication,

4
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f. AGE RETIREMENT

When an employee has reached sge T0 and has completed 15 or more years of
ereditable service, the Agency has no option but to "’Pm&%m by the
sction "Retirement (Age).” The Personnel Office will wSsuwe that the
employees has sufficient advance notice of retirement {not less than 60
calendar dsys) and vill assist him in planning for retirement, The action
becomes offective at the end of the calendar month durlng wvhich the employee
bas met both age and length of service requirements. This date may be
extended if necessary to provide the minimum 60 days' advance notice
required in these actions.

&. DEATH

(1) Wben an employee dies, the Personnel Office will be immediately advised
and will motify, by the most expeditious means availeble, the emargency
addressee designated by the employee, provided that such addressec is
not already awere of the death.

(2) The Personnel Office will provide all possible sssistance to the
decaased employee's next of kin, or the emergency addressee, in
preparing elaim for final salary and lunp-sum leave payments and in
filing a claim for sny survivorship benefits for which he may be
eligible under the Civil Service Retirement Act. He will alseo be
advised that e should submit a claim for any Social Security benafite
vhich may be due.

(3) When death occurs in the perforsance of duty, the Personnel Office will
take setion to preserve all the employee's rights under tha Federal

loyess' Compensation Act.
o vefervesd ‘o

{4) An employee will not be se d by the Agency while he 1s in the
status of & miseing person as/defiwed in Agsncy Regulations, In
unusual ceses, when proof of death cannot be obtained, the employee
may be removed from the rolls by the action "Death {Presumed).”

5. ACTIONS BASED ON CONDUCT OR QUALIFICATIONS
a. PRINCIPLES GOVERNING ACTIONS

(1) Removal is required by statute for certaln offenses, including among
others, political, subversive, fraudulent, or eriminel activities.
Discretionsry authority to separate an employee may te exercised vwhen
such action will promote the efficiency of the service.

{2) Determination to separate an employee will be based on consideration of
the following factors:

(a) The employee's service history and his explanation {intent,
mitigating circumstances, etc,) and the frequency of the
oceurrence for which separation is proposed.
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(b) Previous supervisory sttempts to rectify the difficulty.

(¢) Whether the situation is remediable by admonition or reprimend
or other less drastic action.

(3) Action will not be taken in reprisal for petition or testimony to
Government authorities.

(4) To the extent authorized by existing legislation and governing
regulations, employees will be paid retroactively for pericds of
enforced absence upon restoration and determination that their
separation was unjustified or unverranted. (This does not apply to
restorstions effected to correct purely procedural errors.) Adverse
action must, therefore, be well supported factually and the utmost care
exercised in selecting appropriate action on the grounds provided,

(5) The effective date of sction will not bs established prior to the
expiration of the advance notice prescrived in parsgreph 6 of this
Regulation or, if applicaeble, to the date the employee has received
notice of the adverse declsion.

b. FAILURE TO QUALIFY DURING TRIAL PERICD

The trial period should be fully utilized as & final wseding-out period to
determipe the capacity of & nev employee. Suparvisors should pay particular
attention to the employee's performance, progress, and growth potential
during this pericd snd report these ltems in detail on the Personnel
Evalustion Report prepared prior to completion of the trial period. An
employes who fails to demonstrate qualifications for his position or other-
wise manifests unsuitability for Agency employment during his trisl period
will be separated by the ection "Sepsration (Disquelification).” This also
applies to individusls entitled to veterans preference who have completed
a trial or provationary period in another agency when they are appointed

to CIA in a different lime of work.

¢. SEPARATION FOR UNSATISFACTORY ?ER?ORHAECE

(1) “"Separation (Inefficiency)" is separation action based on unsatisfactory
performance of an employe who has completed his trial pericd. This
sction mey be taken when deficiencies in performance warrant, sven
though the employee's last Persornel Evaluation Report indicates
satisfactory performance, However, it may be taken only after the
enployee has been of ficially motified in writing of the deficiencies
in his performance and has been given a specified reasgonable period
of time (generslly not less than 90 calendar days) with proper
supervieion erd on=Job training in which to improve.

6
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{(2) In eases vhere & conscientious employee cccupies 8 position beyond
his actual or potentiaml capeacity, he should be reassigned to duties
commensurate with his sbilitiss. When, however, the supervisor's
efforts to bring about more satisfactory performance have been
unsvailing and less &rastic agtion is not possivle or desirsdble, the
supsrvisor will recommend separation sction. His recomendation,
containing pertinent facts concerning the individual's unsatisfactory
performsnce &nd summrizing the supervisor's efforts to bring about
improvemant, will be forwarded to the Persomnel Office through
appropriate administrative channels.

REMOVAL

"Removal” 1s the sction taken to separate an employee on aharges of
dslinquency or misconduct. Written charges must be preferred against the
offending member with an opportunity for reply. This action is appropriate
for use when the grounds are based on an employes's willful actions or upon
carelessness or negligence beyond reasonsble excuse, It should be used

when varrented vhetber or not the employee has completed a trial period.
Removal Bction is not sppropriate for separation on grounds of unsetisfactory
performance unless there has been gross negligence or carelessness on the
part of the employee nor 1s 1t appropriate for separation for physical or
mental deficiencies.

SEPARATION FOR DISABILITY

(1) An employee who is physically or mentally incepable of satisfactorily
perforning the duties of his position and vho is ineligivle for
disability retirement will be separated by the action “Separation
(Disability).” In no case will an employse be requested or advised to
resign in lieu of thie actionm.

{2) when it appears that an smployee is physically or mentally incapah:le
of performing his duties by reason of & continuing disability, his
suparvisor will be assisted by the Perscnnel Office in preparing a
memorenium to the Mediesl Office stating the fects and circumstances.
The Medical Office will promptly &rrangs with the employee, throuzh
his supervisor, for interview and examination, A written statement
based upon the examination and cbserved facts and recommending separa-
ticn or retention of the employee will be prepared by the Medical Office
and forwarded to the Personnel Offiece, Based upon the findings and
reccamendation of the Medical Office, the Assistent Director (Personnel)
or his designee will determine firal acticn to be teken.

T
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If the employee refuses or is not physically able to present himself
for examination, the Assistant Director (Personnel) or his designec
will remch & decision upon such facts as are otherwise available, with
the advice of the Chief, Medical Staff, and the appropriate supervisor,

Bmployees will be permitted to use sick leave to their credit prior
to separation for disability.

ABANDONMENT OF POBITION

(1)

(@)

(3)

Prompt sction should be taken to determine the cause of any unauthorized
absence from duty. If it has been impossidble to contact the employee
othervise, the Personnel Office will send a letter by registered mail,
return receipt requested, to the employee at hia last known addreas
after not less than 5 working days of unauthorized absence. This letter
will state that, if the employee does not reply within a specified
reasonable time (not less than 5 days) after receipt of the leiter,
action will be taken to separste him for abendomment of position. If
the employee is eligible for veteran preference, the letter will state
that he is being given 30 days' advance notice of proposed action in
accordance with Section 14 of the Veterans' Preference Act, as amended.

(a) 1If the employee returns to duty or advises of his intention to
return, the action will not be processed as abandomment of
position. However, if he returns to duty and fails to provide
satisfactory explanation for the absence, appropriate
disciplinary sction, including removal, may be taken,

(v) If the employee fails to return to duty or to provide reason
for his continued sbsence, action will be taken to separate him
under the procedures for "Removal.” (See paragraph & sbove. )

NnoY ¥\ 25
If, subsequent to the W“iu& of separation for abandomment of
position, the employee/mstified the Personnel Office that he 4ié pot
abandon his position and that he wishes to return to duty, he will be
restored by the action "Restoretion from Separation” and decision
made as to vhether the ciroumstances warrant removal agtlionm.

If subsequent to the processing of separation for abandomment of
position, 1t is shown that the employee did in fact resign, the
agtion will be smended to show “Resignation” as the pature of action,

HOTICES, DECISIONS, AND APFEALS

NOTICE PERIODS - RIGHT TO REPLY

Specifiec requirements for notice periocds and right %t reply ere shown in
Appendix A. .

8
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(1) Geperally, employses serving in & trial period will receive 43.5

calendar days! nattce of proposed ssparation.
ok

(2) In most fases, employees who have completed their trial periods will
receive calendar deys' notice. Important exceptions are ss follows:

{a) an employee vho is eligidble for veteran preference and who has
completed a trial or probatiomary periocd in current continuous
Federal service will be considered as having completed his trial
pariod even though he may not have served the full 12 months’
trisl period in this Agency, provided his appointment to the
Agency is in the ssme lipe of work.

(v} 1In removal ceses, unless the employee concerned is eligible for
veteran preference and must therefore be given 30 calendar days'
advence notice, the time allowed between the notice and fipal
decision will de determined by the circumetances of the individusl
case but sufficlent to allow for the reply period, consideration
of raply end issuance of final deciaion.

(e) Time requirements for advence motice and reply do not apply in the
following casss, although the employee will de given such advance
notice ard opportunity to answer as will be ressonsble under the
eircumstarces:

(1) When the reasons or charges are of such nature that the law
requires immediats removal if the charges are substantisted.

(2) When there 1s reasonable cause to believe the amployee
guilty of & erime for which a sentence of imprisonment can
be imposed,

b. COMPUTATION OF ROTICE PERIOD

The smount of notice required for the variocus types of actions is giver in
Appendix A. In computing the notice periocd, only full calendar days will
be eounted. The count will etart the day after the employee receives his
notice. The separation will not be effected earlier then the close of the
employee's regular hours of duty on the day on which the full notice period
i3 completed. When two ealendsr days are included in the same work shift,
the effective date will not be earlier then the completion of the work shift
for the day after the notice period is completed,

¢. FORM OF KOTICE

Notice of proposed separation will normelly be issued in the form of a letter.
However, notice of termination action which doee pot include the right to
reply mey be given in the form of & letter or om Stapdard Foru Ko. 50,
Rotification of Personnel Action.

g
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PREPARATION OF NOTICE

When separation for unsetisfactory conduct or performence of an employee
who has gompleted his trial period is proposed, the notice will be prepared
and signed by the supervisor, with assistance and prior concurrence of the
Personnel Offica, In other cases, the Personnel Offlce will prepare the
notice for the signature of the Assistant Director (Personnel) or his
desizree. Supervisory officials will be requested to provide such informa-
tion as mey be necessary in individual cases.

CONTENTS OF NOTICE

(1) All notices will specify the sction proposed, the date the proposed
acticn will become effective, and the reasons for the action, stated
spegifically and in detsil. If appropriate to the sction, the notice
will also inelude 2 reviev of the administrative and gupervisory
agtions which bave beer taken to correct the situation.

(2) A1l actices will specify whether ibe employee will remain in & work
gtatus and whether he will remsin in his present position during the
notice period. (See paragraph g belovw.)

(3) A statement on the employee's right to reply will be ineluded when it
is spplicable. (Sec Appendix A.) This statement will include the
following information:

(2) That tbe employee has a right to reply, personally and in
writing, and to furnish affidavits and evidence in support of
his answver.

() That the employee must meke any reply within the time epecifi=d
in the notice. (See parsgraph h below.)

(¢) That the employee may meil or bring a written reply to the
Personnel Office and that he may contact the individusl
designated in the letter to deliver a written reply or to make
arrangenents for an appearance bvefore an Advisory Committee.
{See paragraph 1 below.)

(4) That the employee may apgSear vefore an Advisory Committee to
present an oral reply.

(e) That no final decision has been made or will be mede until the
smployee's reply has been considered or, if he chooses not to
reply, until the time spscified fer reply has paased.

(£) That the employee will be notified of ihe final decisior as soon

as practicable (normally within 10 calendar deys) and prior to
the effeative date of action. (See paragraph J below.)

Approved For Release 2001/06/09 : %W78-04718A000800180010-5
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f. DELIVERY OF NOTICE

(1) If the employee is available, the notice will be delivered to him
personally by & representative of the Psrsonnel Office or by his
supervisor, as appropriate, and he will be requested to sign a
regeipt therefor.

(2) vhem the employee is not available for personal delivery, the notice
will be sent to him by the Personnel Office to his last koovn address
by registered meil, return receipt "signed by addressee¢ only" requested.
The return receipt or the envelope bearing the post office notation
of nondelivery will be filed in the smployee's official personnel
foldar as evidence of compliance with Regulations.

g. STATUS OF EMPLOYEE DURING NOTICE FERIOD

(1) The employee will normslly be retained in his position in & work status
during the notice period. Upon recommendation of the officisl concerned
smputy Director (Plans), Deputy Director {Intelligence), Deputy Director

Administration), Director of Training, Assistant Director for Communics~
tions, or Chiefs of major components under their Jurisdiction),

exeuption may be authorized by the Assistant Director (Personnel) or

his designee when retention of the employee may be considered to result in
demmge to Goverament property, be desriméntal to the interests of the
Govermment, or be injurious to the employee, his fellow workers or the
genaral publie.

(2) vhen one of the above conditions exists, the employee may be reassigned
to a position where the copdition would mot exist. Otherwise, he may

be plsged oni

(a) Aanual leave, with or without his consent, provided he has
sufficient leave to his agredit to cover the required period.

(v} ZLeave without pey, with his consent,
() Siek leave, in appropriacte cases.

(3) 1If nome of the above actions is possible to correct the condition, the
exployes may be suspended. Charges must be preferred and the employee
€iver an opportunity to ansver and submit affidavits thereto. The time
to be allowed for answer may be not less than 24 hours in emergency
cases. An employee eligible for veteran preference may not be suspended
for more than 30 days under this emergency procedure.

1
SECRET
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TIME LIMIT FOR REPLY TO NOTICE

(1)

(2)

The employee will be allowed & reasonsble time in which to prepare his
ansver and obtain affidavits and evidence. The length of time allowed
will depend upon the facts and circumstances of lndividual cases but
will not be less than T calendar days.

The employee's request for an extension of time within vhich to reply
may be granted at the discretion of the Assistant Director (Personnel).

i. CORSIDERATION OF WLI' TO HOTICE BY AN ADVISORY COMMITIEE

J’

(1)

(2)

(3)

Thorough consideration of any reply, wriiten or oral, received from an
enployee will be given by an Advisory Committee appointed by the
Assistant Director (Personnel) if such a committee 1is requested by the
anployes,

(a) The Advisory Committee will be composed of three responsivle and
impartial officials of the Agency vho are not members of the
Office or comparable orgeanizational element to which the employee
is assigned. The Assistant Director (Personnel) or his designated
representative will serve as nonvoting chairman of the Committee.

(b) The advisory Committee may secure the technical edvice and
guidance of appropriate specialists.

{(c) The employee may requast the appearance before the Advisory
Commi.tee of other Agency employees in possession of pertinent
facts, Individusls who are not members of the Agency will
not be permitted to participate in the Advisory Committee's
agtivities. If a tramscript of the hearing is made, the
employee shall be permitted to review it but he may not be given
a copy for his personal use,

After considering the individual's reply, the Advisory Committee will
recommend Tinal action to the Assistant Director (Personmnel).

If & written reply is received from an employees whose notice 4id not
inelude a statement on right to reply, full consideration will be
given the reply. The Assistant Director (Personnel) may in his
diseretion appoint an Advisory Committee for this purpose.

KROTICE OF DECISION

(1)

A motice of Tinml decision, vhether favorable or unfavorable, will be
sent the employes at the earliest practicable date. This notice must
be sent even though the advance notice was returned undelivered or the
employee made no reply. The instructions in paragraph £ above for
delivery of advance notice apply.

iz
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If 1t is determined that the proposed action is not to be taken, the
employee will be informed of the withdrawal and of the reasons therefor.

The notice must contain information on the following:

{s) Fature of action decided upon and the date on which it will
become effective. (The effective date will be recomputed if

for any reason the employee has not had the required J.eagt.hmvvmm

W of notice.)

(b} Reference to the procedural suthority if the ection is taken
under Part agto(f the Civil Service Regulations,

&

Yvoce dwves eshblishel \’u’wo.v;\' Yo Vederans ?Vb“-‘ ot

(e) Reference to the advance notife, including date of delivery or
circumstances of nondelivery, and & brief statement of the
ressons given in the advance notice,

(&) Reference to sny replies mede by the employee, including dates,
or to his failure to reply, and statement concerning comsideration
given the reply.

(e) Information on appeal rights. (See paragraph k below.)

(£) Neme, $itle, and location of individual in the Personnel Office to
whom the employee may direct questions or requests for assistance.

APPEALS

(1)

(2)

Yor smployees generally, separation may be sppealed on the record only

to the Director of Central Intelligence within 30 days after the effective

date of the separation. For edher-thea employeen};g'ligible for veteran
preference, the decision of the Director of Central Intelligence will
be final,

An employee who is eligible for veteran preference and who has completed

a trial or probationary period may appeal to the U. §. Civil Service

Commission under section 14 of the Veterans'B Preference Act, as amended,

not later than 10 days after the effycu\{e date of separation.

{a) If the enzloyae*n appeal 1is %’ml{ay the Commission, 8ction on
any appeal under parsgraph k(1) above will cease and no Futixre.

appeal of the separation may be made under this provision.

{(b) The Persopnel Office will assist the employee by furnishing him,
upon epecific request, information recorded in the Peraonnel
Office which is not otherwise reedily available to him.

13
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{¢) The Assistant Director (Personnsl) or his designee will represent
the Agency in connection with the appeal to the U. 8. Civil
Service Commission. BHe will be given necessary advice and assistance
by appropriate Agency officials in developing the Agency's case and
participating in the hearings, if any.

(d) In each case in vhich there is an appeal to the U. 8. Civil Service
Commission, the Personnel Office will notify the Security Offlce.
The notification will be given in sufficient time to allow the
Security Office to teke any necessary action to safeguard the
security interssts of the Agency.

7. PROCESSING INSTRUCTIONS
a. INITIATION OF SEPARATION ACTION

(1) Stesdard Form No. 52, Request for Personnel Action, will be prepared
by the appropriate operating office to initiate resignation or
separstion to accept other Federsl employment.

(2) Adverse motions initisted by supervisory officials will be initiated
in the form of memoranda recommending separation sction,

(3) stapdard Form No. 52, Request for Personnel Action, will be requested
from the operating office concerned or initiated by the Personnel
office when required in other cases.

b. EPFECTING SEPARATION ACTION

Separation sctions are consummated by the preparation of standard Form No.
50, Notificstion of Personnel Action, (or Stendard Form No. 32, Request for
Personpel Aetion, vhen authoriged for use in lieu of Standsard Form No. 50).
The action is not officially recognized until this instrument is exescuted
and suthenticated by an official to vhom appointing authority has been
delegated and, in certain cases specified in this Regulation, delivered to
the employee.

¢. CANCELIATIONS AND CORRECTIONS

(1) Onee a seperation becomes an aceomplished fact, it cannct be rescinded
by adminietrative action. The action doee not, however, becowme
effective until the individual receives proper notice 1if reguired.
Proposed separation may de cancelled et any time prior to the effective
dste of the action.

(2) When subsequent review shows that separation vas unjustified or unwarranted,

the empl 3,!&?,'1?3 returned to duty_ by, restoration or new appointment
agtion. Wﬁiﬂﬂ& retfidetive salary peyments may be -
suathorized. N

k1
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(3) These provisions do not prohibit amending the form of & given notice
to conform to sstablished facts. For example, “Separation (Abandonment
of Position)" should be changed to "Resignation” if it is later found
that the employee did in fact resign.

PAYMENT FOR 1FAVE AND FINAL SALARY

Exgept as provided below, final salary payment and payment for all accumulated
and sccrued annual leave to the employee's credit at the time of his separa-
tion from the Govermsant service will be made promptly. Payments will not

be made in the following instances:

(1) vhen the employee is separated to allow employment without a bresk in
service of one workday in another Govermment agency.

{2) When the employee concerned strikes, or asserts the right to strike,
against the Govermment.

HEFUND OF RETIREMENT DEDUCTIONS

An employse who is absolutely separated from the Qovernment service or 1s
transferred to & position not within the purview of the Civil Service
Retiremsnt Act is entitled to a refund of retirement deductions if he has
less than 20 years of creditable service. The Personnel Office will advise
the employee, or his beneflcisries or guardian ss appropriate, of any rights
to refund or annuity which he may bave.

RETURN OF GOVERNMERT PROPERTY AND MONEY

A sheck will be made to see that the employee returns any Government property
vhich may have been issued to him, such as books, brief cases, or typewriters.
This ie asccomplished by the use of CIA Foram No. 34-30, Finsl Payment Clearance
Sheet, Prompt settlement of any indebtedness to the Government will be
required before final salary payment is released,

SECURITY DEBRIEFING

The employee will be referred to the Security Office to return his badge and
any credsntials which have been issued to him, and for appropriate debriefing.

s
L. K, WHITE

Acting Deputy Director
(Administration)

DISTRIBUTION: AB
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Reference Type of Action During Trial Period After Trial Period
Paragraph b: Actions Based on Buployee's
Request or Losa of Eligibility

a: Reslignation NO ADVANCE NOTICE BY AGENCY

b To accept other Fed. employment

c: Legal Incompetence AKD RO RIGET 70 REPLY

d: Disability retirement Action not applicable

e: Optional retirement Action oot applicable

£: Age retirement Action not applicable

g: Death

Paragraph 5: Actions Based on Conduct or
Qualifications:
b:  Failure to qualify during 15 calendar days' notiee;
trial period no right to reply Action not applicable.

e: Separation for unsatisfsc« Action not applicable 30 calendar days' notice;

tory performance to reply.

d: Removal Sufficient notice to allow Veteran: 30 calendar days'
for preparation and consider- notice; rigﬁt to reply.
ation of reply Ron-veteran: sufficient notice

to allow for preparetion and
consideration or reply.

e: Separation for disability 15 calendsr days' votige; 30 eslendar days® potice;
‘i"'S’sTpM right to reply.

£ Avandomment of position Use remowal procedure Use removel procedure.

-l
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